


…click on “Agency Login”

A designated nexTEST “Administrator” wishing to perform any 

administrative functions within the nexTEST application will…



User Name = KCJIS USERID

Password = Agency ORI (with letters in uppercase)

Click “SUBMIT”

The administrator’s initial login for access to the 

administrative functions is the same as that of a test taker.



By clicking on “My Info”…



…a TAC has the option of changing his/her password from the standard 

default of the agency’s ORI in the interest of preventing potential 

access to the administrative functions by unauthorized users.



Initially, only the “primary” TAC, or “TAC #1”, for each agency, at 

a given point in time, was pre-set to have access to the 

administrative functions within the nexTEST application.

A TAC with administrative rights can select “Assistant TACs” to…



…view a list of “Assistant Admins” or, if needed…

…click the “Assign Assistant Admins” button to…



…produce a list of available users within the agency.

Clicking the “Add” button next to a name will assign the user 

the “Assistant Admin” role within the nexTEST application only.



Click on “User Management”

ADDING USERS INTO nexTEST



Click “Add User” at the top of the page



• Use all Upper Case letters

• Enter the new user’s name

• The only choice available for 

ORI will be your agency’s

• The only choice available 

under “Certification Level” is 

“Awaiting Training”

• Enter the date the new user 

was fingerprinted

• Enter the KACIS assigned 

User Name

• Enter your agency’s ORI as 

the password for each user 

and repeat for confirmation

• The “Minimum Retest Time” 

is defaulted to “1 second” 

and “Status” is defaulted to 

“Active”

• Check the box next to “CJIS 

Security & Awareness” for all 

users
Once you have confirmed all data 

is correct click “submit”



REGISTERING USERS VIA nexTEST 

FOR CLASS ATTENDANCE

Click on “Class Management”



• Locate the 

appropriate/desired 

class, date and 

location from the list 

of available classes

(multiple pages so  

you might have to 

click “next” to view  

additional pages).

• Click on the 

“Registration” icon 

associated with the 

desired class.



• Under the “Students Not 

Registered” Column, 

enter the last name of 

your intended registrant 

and click “go” or press 

the “enter” key.

• When you’ve located your 

intended user in this column, 

click the “Enroll” icon next to 

that user’s name to add the 

user to the “Students 

Registered” column.



REMOVING A USER FROM A CLASS ROSTER

In the “Students Registered” column, you may remove a specific 

user from a class roster by clicking on the “Withdraw” icon.



Click on “Reports”

SMITHTOWN CO SHERIFF’S OFFICE

MONITORING CERTIFICATION STATUS



Select “Expiration Report”



Use the dropdown box to select 

which users you would like to display



The default is to produce the expiration report for the current month



For most agencies, it will likely be preferable to select “All Dates in 

the Data Base” which is actually all users associated with the agency.



By system default, the resulting list is arranged alphabetically but,…



…you can select to sort by expiration date.

This will place the expired, or nearest to expiration, 

users at the top of the list.



For larger agencies, the list of users may continue on additional pages

Click “Next Listing” to view the next page.



By selecting “User Management” again…

SMITHTOWN CO SHERIFF’S OFFICE



…you can then search by Last Name, Username 

or by the first letter of a last name.  



With a specific user identified, select “Tests”.



This provides the test date, test score and grade for the selected user.

You can also print off a certificate of training for your agency records.



Clicking “View” next to an individual user’s name…



…will display the “user details” for the selected user including  

username, agency, certification level and expiration date.



nexTEST Use Instructions, addressing how a terminal operator is to 

log in and complete a certification test, were previously posted on 

the CJIS Launch Pad website and…

…we have now added this “administrator specific” presentation.

Be sure to continue checking the CJIS Launch Pad website for 

announcements of other changes or newsworthy happenings.



If you need assistance contact your local trainer/auditor or 

if he/she is not available contact anyone in the CJIS unit. 

Then click on

“KCJIS TRAINER/AUDITOR MAP 

with Contact Information”

For contact 

information 

click on 

“CJIS TRAINING”
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